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eRequisition Catalog Item Process Guide

This process guide provides instruction on the functional steps to create an eRequisition containing a
catalog item. For NC E-Procurement, an eRequisition is a requisition that is created electronically using
the Ariba system. If an item appears in the catalog, it signifies that that item is part of a Statewide Term
Contract with the State of North Carolina.

I. Create an eRequisition

An eRequisition is created when a user selects items to order in NC E-Procurement. The user initiating
the requisition is referred to as the requester. There are two main steps required to create an
eRequisition:

1. Add Items — Select and add items to the shopping cart.
2. Summary — Enter title, shipping, accounting, comment, and attachment information, as well
as review the eRequisition for accuracy.

The Ariba Dashboard, shown below, is the first page displayed once a user logs into NC E-Procurement.
To begin an eRequisition, click the ‘eRequisition’ link in the ‘Common Actions’ Portlet, or click ‘Create’
on the Menu Bar and then select ‘eRequisition.’

Home | Help " | Logout

NCE-Prncurement ARI1B A

- ot sgrvice Home welcome NCASRequester NCASRequester

Create  Search  Manage  Preferences

~== — =
Home Dashboard |7 configure Tabs . Refresh Content

Commeon Actions

s} Date + From Status Title Required Action

/) - cremie™ ~

eRequisition 7
-

MNo items

e )

Manage

Receive

Reports Catalog ID: Welcome to NC E-Procurement @ Your Service!

eRequEting Archive NC E-Procurement is available in ‘view-only’ status to allow
e Sk ';\ access to requisitions and purchase orders created prior to July

Recently Viewed 2012.
Receipt .

e Training resources for the new NC E-Procurement system are

User Profile available at: http://eprocurement.nc.gov/Training.html
More...

:i Purchasing Links

E-Procurement Resources

s} Title Date + Status

NC @ Your Service Portal

Customer Service No items

Punchout Catalog Availability
Reqgistered Vendor Search
Purchasing Sites of Interest
Purchase & Contract
IT Procurement
[Term Contracts Link

endor Link
HUB Office

|Archive NC E-Procurement @ Your
Service
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[I. Add Iltems

Users may add catalog (Statewide Term Contract) items to their eRequisition by utilizing the catalog
search functionality. From the ‘Catalog Home’ page, a user can also navigate to the Punchout catalogs,
as well as choose to create a non-catalog item. Punchout and non-catalog requisitioning processes are
covered in separate process guides.

Users can search the catalog using several methods. In addition to being able to browse the catalog by
clicking a Supplier Name or Category, users can click ‘Options’ to view additional search field options.

1. Keywords (e.g., pen) may be entered in the first free-text field to the left of the ‘Search’ button.

Note: The keyword search field is intuitive and incorporates approximate string matching for user
entries (e.g., even if a keyword is misspelled, the system will still produce search results).

Catalog Home. — o

~
Catalog ¥ HP Laserjt \
-

==

Create Non-Catalog Item

Your search path: Catalog = "HP Lasert”

577 items found

5$7,663.54 USD
Qty: 1

Add to Cart| Add to Favorites

~ |&dd to cart Add to Favorites

Printer, Color, HP, Laserlet MFP, CM6040f , 40 ...

Search results are
produced even if the
keyword has been
misspelled.

Supplier: Hewlett Packard - Printer 204D

&r page Sort By: Relevance | Price ™ | Name View

Supplier Part #: Q3939AFBCC
Term Contract: 204D
Available in: 0 Day(s)

DIST

Details | Thumbnails

Page 1 = »

Printer, Color, HP, Laserlet MFF, CM&040f , 40 PPM (Blk, Letter), 512 MB , 2,100 sht, Hi-
Speed USB 2.0, 2 Host USB 2.0, Gigabit Ethernet 10/100/1000; 1 EIQ, FIH, fax, 8,000 to
17,000

3/7/2019

Supplier Part #: If a user knows the Supplier Part Number of the item for which they are
searching, they may enter it here.

Manufacturer Part #: If the user knows the Manufacturer Part Number of the item for which they
are searching, they may enter it here.

Contract ID: Enter the specific State of NC Statewide Term Contract ID here to search for all
catalog items on a specific Statewide Term Contract. A list of Contract IDs may be found at
http://www.pandc.nc.gov/numlistt.aspx.

Commodity Codes: The National Institute of Government Purchasing (NIGP) provides a
standardized list of Commodity Codes. Commodity Codes provide a means for classifying goods
and services to promote purchasing efficiency. A list of Commodity Codes and the
goods/services they represent may be found at http://www.pandc.nc.gov/ipsalpha.htm

eRequisition Catalog Item Process Guide 3
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6. Enter the desired search criteria and click the ‘Search’ button.

Home | Help | Logout
ARIB A"
NCE-PIDGUI’EI’I’IEI‘II
Home Welcome NCASRequester NCASRequester

B creats Search Manage  Preferences

Supplier RQ16972808: Untitled Requisition ¥ Ttems: 0 Total: $0.00000 USD
9 to 5 Seating (506)
Abco Office ... (1
ABM Electrical ... (54)

Add items to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog items.

ACCREDITED LOCK & ... (253) Catalog Home --=~ C||Ck|ng ‘Options’ owse By: Categories | Suppliers
ACHIEVA, INC. (7) Catalog v Stapler] e i
ADDEN FURNITURE INC (79) - — )'\ will allow users to

Advanced Lighting ... (35) Supplier Part #: i i

ADVANCED SEATING ... (23) customize their

AgCare (21) Manufacturer Part #: Cata|og search.

Airflow Products ... (143)

Airgas USA LLC (13) Contract ID:

Allseating ... (3)

ALPHANUMERIC ... (1288) Commodity Code:

Amatrol, Inc. (13
American Air Filter ... (468,
AMERICAM SEATING ... (1)
AMERIGAS PROPANE LP (1)
ANDERSON SANITARY ...
ANSELL HEALTHCARE ... (21)
Apple, Inc. (1)
Applied Industrial ... (
Arcadia Chair ... (25
Art Design ... (8)
ASC Construction ... (16)
August Incorporated (1607)
AUTO SUPPLY COMPANY ... (21)

AGRICULTURAL EQUIPMENT, SUPPLIES & / MEDICAL & LAB EQUIPMENT & SUPPLIES (4443

CHEMICALS (2685) o DRUGS & MEDICINES (21)

AGRICULTURAL EQUIPMENT AND SUPPLIES (2241) i ~ LABORATORY EQUIPMENT AND SUPPLIES (52)

EMICALS (244) d  MEDICAL EQUIPMENT AND SUPPLIES (436%)

OFFICE EQUIPMENT & SUPPLIES/PAPER/PRINTING (4643)

ND SUPPLIES (4411)
ODUCTS/PLASTICS (84)

Browse the catalog by [roomr=r =

CliCking a Supplier 1ONS, EQUIPMENT AND SUPPLIES (56)
Name or a Category.

APPLIANCES (3207
ELECTRICAL EQUIPMENT

BUILDING MATERIALS, MAINTENAMNCE (355
BUILDING MATERIALS (3282)
JANITORIAL SUPPLIES AND EQUIPMENT
PAINT AND PAINT MATERIALS (252)

CLOTHING & TEXTILE ITEMS (13294
CARPET AND FLOOR MAINTENAI
MACHINES (1227)
WINDOW COVERINGS, UPI STERY (2)

FOOD & RELATED ITEMS (282)

165-00: CAFETERIA AND KITCHEN EQUIPMENT, N
COMMERCIAL (1) A SERVICES (CONTRACTUAL & CONSULTANT) (2136)

[REASE AND LUBRICANTS (66)

B.W.Wilson Paper Co. (6)
BARRICKS ... (53)
Batteries Plus of ... (8)
BATTLE & BATTLE ... (3)
Bereo, Inc (1)

Blade Equipment, ... (114)
BLANKENSHIP ... (8)
(BLO(\:KHDUSE COMPANY ...

POLICE & SAFETY EQUIPMENT (320)
POLICE EQUIPMENT (180)
SAFETY EQUIPMENT (140)

4) ; 395001 FOODS: STAPLE GROCERY AND GROCER'S 5315-00: COMMUNICATIONS AND MEDLA RELATED SERVICES (113)
BLOSSMAN GAS, INC. (1) MISCEL LANEOUS ITEMS (278) 520-00: DATA PROCESSING, COMPUTER, AND SOFTWARE SERVICES (646)
BOBBY MURRAY CHEV ... (35) | 529-00: EQUIPMENT MATNTENANCE, RECONDITIONING, AND REPAIR
) 740-00: REFRIGERATION EQUIPMENT AND 3 ,

Bobcat Company (530) ACCESSORIES (3) @ SERVICES - AGRICULTURAL, and HEAWY INDUSTRIAL EQUIPMENT (1)
BolpaRLMALEST 16200) FURNITURE (OFFICE, EDUCATIONAL AND HEALTH Hore -
:;i%igf;:;;f:'ﬂi[a(2°'('2~. - CARE) (35404) EEES TecHNOLOGY ITEMS (11982)
oY (2 ‘ 420-00: FURNITURE: CAFETERIA, CHAPEL, COMMUNICATION EQUIPMENT (5496)

- (21) DORMITORY, HOUSEHOLD, LIBRARY, LOUNGE, i 486)
T SN IS, (£ DomuroRY, HO) COMPUTERS AND RELATED ITEMS (6486)

After conducting a search, the results page will be displayed. It will provide further options for refining
the search and evaluating the results.

7. The Catalog Navigation Panel will provide options to allow users to refine results. Those options
will automatically appear and are dependent on the search results. Select an option from this
menu to see only those results matching the specified criteria.

8. ‘Your search path’ displays the trail of the current search. Click any of the links to move back
through the trail.

3/7/2019 eRequisition Catalog Item Process Guide 4
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9. Clicking a link next to ‘Sort By’ allows users to sort the search results based on Relevance,
Price, or Name.

a. Relevance places the items with the best or most complete match near the top.
b. Price places the least expensive items closer to the top.
c. Name sorts the list alphabetically by name.

NCE-Pruullremenl AR1B A

@ynur service Home

1] Create Search

B <
Refine your results
———— -
Keyword

drawer (238)

desk (184) Catalog Home
oot (1501 Gptans
tier (148) Supplier Part #:
Show All ... . a . .
M fact Part #:
Category B e Clicking a link in the
020-67: . Contract ID: search path allows users
204-53: ... (1)
20778 Teacking .. (37) Commadity Code:_ _ to move back through the
425-21: Desks and ... (171) oo e = == 5 bl BN ¢ .
470-80: Wheelchairs ... (19,(‘ o _Your search path: Catalog > "pen” - 7 SearCh trall-
Show All ... ST Tsm—m——==
A gupplier Punchout Catalog Resources
Supplier

Abco Office ... (2)

AMSELL HEALTHCARE ... (2)
Blade Equipment, ... (1)
Bobcat Company (2)

C.A. Short Company (3)
CAROLINA IMAGING (1)
CDW GOVERNMENT LLC (5)
Corilam Fabricating ... (163)
DARRAN Furniture ... (24)
Datag11 (6)

Datalux Corporation (1)
DesignOptions ... (1)
DILLON SUPPLY ... (1)
ELECTROMNIX EXPRESS/ ... (20)
Forms & Supply, Inc ... (1)
Green Resource LLC (2)
GREGORY POOLE ... (3)
INTERIOR SYSTEMS, ... (5)
KRUEGER ... (12)

LEARNING LABS INC. (11}
Legacy Furniture ... (1)
Mckesson ... (1)
MyOfficeProducts (1)
NATIONAL SEATING/ ... (10)
NC Department of ... (8)
OFS/First Office (20)

Manage  Preferenc

RQ16972808: Untitled Requ

tion

7 Items: 0 Total: $0.00000 USD

Welcome NCASRequester NCASRequester

Home | Help 7 | Logout

Add items to your requisition from the cataleg or from your favorites groups. You can also enter details for non-catalog items.

~ MyOfficeProducts (1)
MyOfficeProducts (Punchout Catalog) -
615A

~ Piedmont Office Suppliers (1)
Piedmont Office (Punchout Catalog) - 615A

508 items found

- [Add to Cart Add to Favorites

$200.00 USD
Qty: 1

0 Add to Cart| Add to Favorites

$9.59 USD

~ Forms & Supply, Inc-FSIoffice (1)

SVC-PB-SE-00001 Mobile Armor- Deployment Engineer ...

Award, 5 Year, Ballpoint pen has a click-top and ...

Forms and Supply (Punchout Catalog) -
615A 615A

o

Show: 20(50/100 results ps{p&;s~ Sort By: Relevance

Supplier: Panasonic Computer Solutions C

Supplier Part #: CF-SVCMADEPENG
Term Contract: 204B
Available in: 30 Day(s)

DIST

SVC-PB-SE-00001 Mobile Armor- Deployment Engineer - PolicyServer and Client

Installation Services - Per Hour

Supplier: C.A. Short Company

~ CAROLINA IMAGING (1)
Carolina Imaging (Punchout Catalog) -

P -

~
ame _\-'Ly.‘a)eta\\;\Thumhnai\s

Shorten View

Page 1~ b

3/7/2019
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10. Users who want to select items from a Supplier Punchout Catalog may enter the name of the
supplier in the keyword field or type ‘punchout’ to view a complete list of ‘Supplier Punchout
Catalog Resources.’ Click the supplier’'s name to directly access the supplier’s online catalog
for the Statewide Term Contract. For additional information on ordering from punchout catalogs,
please refer to the ‘eRequisition Punchout Item Process Guide.’

- Home | Help ~ | Logout
NCE-Prul:urement ARILB A
T @vour service Home

Welcome NCASRequester NCASRequester

1] Create Search LELET Preferences

Catalog Home
Category _
Uncategorized Items (17) Supplier Part #:
Supplier Manufacturer Part £:
CAROLINA BIOLOGICAL ... (1) . . .
En Fointe ... (1) Contract 1D: C||Ck|ng dlrectly ona
Fisher Sdientific ... (2) . ) . .
Future Tek, Inc. (1) Erm @ supplier's name will redirect
1BM - ... (1) y
Show All Your sesrch paths Catalog > "punchout” a user’'s search to that
. .
Language 5’ Supplier Punchout Catalog Resources suppller S Onllne punChOUt
English (17) ~ En Pointe Technologies (1) ~ CAROLINA BIOLOG CataloQ- TERS (204A) (1)
Manufacturer EnPointe (Punchout Catalog) - 208H Carolina Biologil talog) - 204A
Carolina Imaging (1) Microsoft 493C Microcomputers
Correction ... (1)
Enpointe ... (1) ~ Fisher Scientific Company LLC (2) ~ Future Tek, Inc. (1) ~ NC Department of Public Safety (1)
Fisher Scientific (1) Fisher Scientific (Punchout Catalog) - 493A Future Tek, Inc. (Punchout Catalog) - 924A Correction Enterprises (Punchout
W W Grainger (1) Fisher Science Education (Punchout Catalog)...001A
Show Al ... Catalog) - 493C
Favorites ~ VWR INTERNATIONAL, LLC (1) ~ Software House International (1) ~ MyOfficeProducts (1)
- Recent Choices - VWR (Punchout Catalog) - 493A SHI Government (Punchout Catalog) - MyOfficeProducts (Punchout Catalog) - 615A
208H ...
* Forms & Supply, Inc-FSIoffice (1) ~ W W GRAINGER INC (1) ~ Equote Punchout (1)
Forms and Supply (Punchout Catalog) - W W Grainger (Punchout Catalog) - 445B eQuote Punchout Site
615A

11. Some catalog items are placeholders for additional ordering instructions. Items containing
additional ordering instructions will reflect a price of ‘$0.00 USD’ and will contain the necessary
steps in the item description. Users should refer to those instructions when adding this type of
item to their eRequisition.

Home | Help ™| Logout
ARIB A"
NCE-Prncurement
A A-—Jal U
@ynur service Home Welcome NCASRequester NCASRequester

[ Create Search Manage Preferences
Catalog Home

Refine your results diesel fuel Options Create Non-Catalog Item
Keyword 5

maxtorque (31) Supplier Part #:

temp (30)

qal (28) Manufacturer Part #:

filter (28) T 1

B o s Contract 10: Items with a price of

) G g

Show All .. Sy @ $0.00 USD’ will

category . " contain additional

060-42: Filt I Your search path: Cataleg > "diesel fusl . ) i )

-42: Filters: ... (1)

405-08: Fuel Oil, ... (5) 52 itams found Orde“ng instructions in rpage  SortBy: Relevance | Price | Name  View: Details | Thumbnails
405-14: Gasohol (1) i nti

pepf el ) - T Foeites the item description. rege[T 2]+
Uncategorized Items (1)

Show All ... ~DrEset Fuel; Ultra-lo Sulfur Transport, James ... nplier: James River Solutions

. \ $0.00USD,

il 5 ot T - Suppr Part #: 405P - James River Solutions

CAPITAL FORD OF ... (1) Qty: Term Ontract: 4059

MANSFIELD l?ll\- co (1) ™ Add to Favorites AvailablNp: 2 Day(s)

Moridge ... (43) .

Napa Auto Parts Taz ... (1) [ | L e e e e e L -

NC Department of ... (1) - - - -
Show All ... ( Diesel Fuel, Ultra-lo Sulfur Transport, James River Solutions. Please wiew the product S

description and click the contract link within the "Man. Info" fisld for ordering instructign,
~ -

-
——— -

Manufacturer

Note: There are several icons that may be displayed on a catalog line item that indicate additional
information about the item or supplier.

3/7/2019 eRequisition Catalog Item Process Guide 6
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12. The Scroll Icon indicates that a PDF version of the contract is available for viewing. Click the
Scroll Icon to see the Contract.

Note: The PDF file will open in a pop-up window. Pop-up window blockers must be turned off to allow
the window to appear. Adobe® Reader® is required to view PDF files. Adobe® Reader® is available
for free download at http://get.adobe.com/reader/.

13. The Recycled Content Icon indicates that the item is made from recycled materials.

6 item= found Sort By: Relevance | Price | Mame  “iew: Details | Thumbnails
- [addto cart add to Favarites

Paper, Bond, Recycled 100%, White, Boise Aspen ... supplier: B.w.Wilson Paper Ca. Scroll |C0n

$48.45 USD

Qty: |1 Supplier Part #: 054922

' Term Contract: 6454
Add to Cart| Addto Favorites IAvEﬁ-ab,Le in:
(&
b R A;// Recycled
‘\"@5, Content Icon
-

Paper, Bond, Recycled 100%, White, Boise Aspen 100, 8 1/2x11, 20#, 5000/Ctn, 92
Brightness, 100% Post Consumer Fiber, 100% Environmentally Responsible, Processed
Chlorine Free, Laser Guaranteed, Reamn Wrapped, FSC Certified

14. The DIST Icon indicates that an item is supplied by a distributor. Once the item is added to the
shopping cart, users will need to select the appropriate distributor through the ‘Supplier’ field.

15. The HUB Icon indicates that the item is supplied by a registered Historically Underutilized
Business (HUB).

Note: North Carolina E-Procurement receives vendor HUB certification status directly from the Office
for Historically Underutilized Businesses.

1 items found Sort By: Relevance | Price | Mame Wiew: Details | Thumbnails
FILTER, STYLE 2, GRADE 4 - AFB SYNTHETIC 8 PKT ... Suppliar; Capital Air Filters, Inc.
$16.68 USD I}HUB \“*‘ HUB Icon
\ -
. 3 rt #: 4CAFBSESS0415
Addto Cart] Addte Faverices i

Available in: 5 Day(s)

-

& . DIST Icon
( pisT »4//

\
s

FIrTER,—STYLE 2, GRADE 4 - AFB SYNTHETIC & PKT BAG FILTER, MERY 13, 85%

EFFICIENCY- SIZE 20X24X15

16. To view detailed supplier information, click the underlined supplier name link. The ‘Review
Details for Supplier’ screen will appear. Click ‘Done’ to return to the search results.

Review Details for Supplier

These are the details for the field you selected,

Customner: o
Supplisr: Yes

Company: Tiffany Industries/Mayline Gro
Corporate Websits:

PN

{ (Eome)
7

S - -

3/7/2019 eRequisition Catalog Item Process Guide 7
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17. Using the ‘View’ options, the user can choose whether to view the item in a more detailed view
(‘Details’) or as a Thumbnail view (‘Thumbnails’).

Home | Help * | Logout

lcome NCASRequaster NCASRequestar

e . . PR . . Summa Exit
P — RQ16977884: Untitled Requisition I Ttems: 0 Total: $0.00000 USD [Bummary| (E3
Keyword Add items te your requisition from the catalog or from your faveritss groups. You can slso enter dtails for non-catalog items.

model (620)

printer (. Catalog Home H 1 1
el 3 = The Details view shows details of the S

purchase (251)

oot catalog items, such as Supplier Part
Show Al .. ' Number, Statewide Term Contract ID, etc.

Manufacturer Part #:
Category

204-76: Printers, ... (8) Contract ID:
204-77: Printers, ... (63)
600-38: Copy ... (
939-27: Copy ... (510)
Uncategorized Items (121) Your search path: Catalog > XEROX CORPORATION

Commodity Code:

—___.___~\
Show All ...

1,226 items found Show: 2050|100 results pef page  Sort By: Relevance | Price | NameV | View: Details | Thumbnails, »
S - -

Manufacturer

r [Add to Cart Page 1 « b

o Favorites

Xerox (442)
XEROX CORPORATION (784)
i Copier, Purchase, Segment 4.2, Digital, Xerox ... Supplier:
e 5 $6,424.00 USD
iD= Gt UED) (022 .l Supplier Part #: WS855AFT
$10.00 - $100.00 USD (26 Qty: Term Contract: 6008
$100.00 - $1,000.00 ... (: add to Faveritas Available in: 20 Day(s)
$1,000.00 - $10,000 ... (123) p i &
$10,000.00 - ... (10)
Show All ... DIST
Favorites Copier, Purchase, Segment 4.2, Digital, Xerox WS855APT, 550pm, zoom 25-400%, paper

11x17,5 paper trays,4700 sheets, ADF, finisher,hi cap. feeder,surge protector,network

- Recent Choices - ~ connected,scanning

Copier, Rental, 60 months, Segment 6, Digital, ...
$935.19 USD
Qty: 1 Supplier Part #: D110CP (50L)

Term Contract: 6008
0o

Supplier: XEROX CORPORATION

Available in: 20 Day(s)

DIST

Copier, Rental, 60 months, Segment 6, Digital, Xerox D110CP,110cpm, zoom 25-400%,
paper 11x17, 5 paper trays, 4050 sheets, ADF, stapler finisher, surge protector, network
connectivity

ARIB A" Home | Help ~ | Logout

elcome NCASRequester NCASRequester

Manage  Preferes

RQ16977884: Untitled Requi

on I Ttems: 0 Total: $0.00000 USD

Refine your results

Wennareed Add items to your requisition from the catalog or frem your f
model (520) The Thumbnails view condenses the
Catalog Home . .
1c15) —1 catalog items, showing only the e
month (313) s g -
purchase (261) copier part = shortened Description and Price.
Show All ...
Manufacturer Part #:
Category
Contract 1D:
600-38: Copy ... ( Commodity Code:
939-27: Copy ... (510)
Uncategorized Items (121) Your search path: Cataslog > XEROX CORPORATION - _—-
~
Show All ... 1,226 items found Show: 20/#0(100 results per page  Sort By: Relevance | Price Namg iew: Details | Thumbnails o
=== Zol=le T

Manufacturer

Add to Cart] (Compare] #dd to Fevorites Page 1 = b
r

Xerox (442)
XEROX CORPORATION (784)

& Copier, Purchase, Segment 4.2, Digital, &l Copier, Rental, 60 months, Segment 6, & Copier, Purchase, Segment 1, Digital,
e Xerox ... Digital, ... Xerox ...
$1.00 - $10.00 USD (109) $6,424.00 USD $935.19 USD $888.46 USD
$10.00 - $100.00 USD (26 v oy aty: 1
§100.00 - $1,000.00 ... Add to Favorites Add to Favorites Add to Favorites

$1,000.00 - $10,000 ... (123)

$10,000.00 - ... (10) = Maintenance, Copier, Segment 1, 3 year B Copier, Purchase, Segment 2, Digital, B Copier, Rental, 36 mo, Segment 3,
Show Al coverage, ... Xerox Digital, Xerox

$23.00 USD $2,390.00 USD $141.08 USD
Favorites

o 1 o 1 o 1

o Favarites

- Recent Choices - ~

Add to Favorites

to Favorites

] Xerox Colorqube Ink Magenta, Colorqube [ Xerox Colorqube Ink Cyan, Colorqube [} Xerox Colorqube Ink Yellow, Colorqube
8570 (2 ... 8570 (2 ... 8570 (2 ...
$154.32 USD $154.32 USD $154.32 USD
Qty: 1 Add to Cart Qty: 1 Add to Cart Qty: 1 Add to Cart
Add to Favorites Add to Favorites Add to Favorites

3/7/2019 eRequisition Catalog Item Process Guide 8
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18. Users can add items to an eRequisition at any time by checking the box next to the desired item
and clicking the ‘Add to Cart’ button next to that item. To add multiple items, check the box next
to more than one item and then click ‘Add to Cart’ at the top of the search results.

Home | Help ~ | Logout

.
NCE-Prucurement ARIE A

@your service Home Welcome NCAS Requester

Catalog Home

Refine your results OFFICE EQUIPMENT & SURPLIES/FAPER! ... || [zearch ] options Create Non-Catalog Item
Keyword
tewas (12) Supplier Part #: | |
instrument (12)
scientific (12) Manufacturer Part #: | |
include (11}
kit (3 Contract 1D: | |
Show Al .. Commadity Code: [ ‘
Supplier
AFP INDUSTRIES, INC. (8) “our sesrch path: All Categories > OFFICE EQUIPMENT & SUPPLIES/PAPER/PRINTING > OFFICE EQUIPMENT AND SUPPLIES > £00-00: OFFICE MACHINES, EQUIPMENT, AND
D & H DISTRIBUTING ... (23] ACCESSORIES > 600-17: Calculators, Electronic, Display Type, Non-Programmable
Manufacturer SI}EW T Show: 20150100 results per page  Sort By; Relevamce | Price | Hame “Wiew: Details | Thumbnails
Casio (7) ~
4 i
' (Addto cart) [CY Add te Favorites
e (e page[1 9] »
Stokes (&) S —-
Texas Instruments (15} talculator, Mhgd Held, Basic, Sharp, EL-2405B Supplier: D & H DISTRIBUTING CO.
Price $3.00 USD

$1.00 - $10.00 USD (5}

$10.00 - $100.00 USD (23) o~ utre

$100.00 - $1,000.00 .., (3) (& /\ Add to Favorit

Favorites <L

- Recent Chaices -

uoolier Part g El24NSE

To add multiple items, users may check
the box next to the chosen items and
click ‘Add to Cart’ at the top of the
search results. To add a single item,
Teacher Kit, Calculator, Hand Held, Fractio| users may C“Ck ‘Add tO cart! on the

$148.20 USD

P | individual item description.
#dd to Faverites

\
Vi =%

[

Teacher Kit, Calculstor, Hand Held, Fraction/Scientific, Texas Instruments, TI-3411,
Explorer Plus, Includes 10 calculators, carrying case, teacher guide, transparency, and

3/7/2019 eRequisition Catalog Item Process Guide 9
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19. Two or more items can be compared side by side to quickly review the attributes of those items.
Check the boxes next to the items to be compared and click the ‘Compare’ button.

575 items found PR
7
\
— |Add ta Ca fdd to Favorites
N\ 4
”

~ — -
Genuine Xerox Solid Ink Cyan, Phaser 8560/8560MFP ...
$93.00 USD

L oty Supplier Part #: 108R00723

P RN Term Contract: 2040

[¥] 1 [&addto cart| Addte Favorites #vailable in: 30 Dayis}

Show: 20050[100 results per page  SortBy: Relevance | Price | Mame Wiew: Details | Thumbnails

Page »

Supplier: ®EROX CORFPORATION

DIST
Genuine ¥erox Salid Ink Cyan, Phaser 8560/8560MFP (3 Sticks)

Phaser 8560MFP: 30ppm Color Multifunction Iot, ...
$1,136.69 USD

L Supmlier Fart1 Eoamre/en
= add to Cart| Add te Favorites Available in: 30 Dayis)

S’

Supplier: ®EROX CORPORATION

DIST

Phaser 8560MFP: 30ppm Color Multifunction Iot, Fax, Networking, 2400 Finepoint Image
Quality, 512MB Memory, 40GB HD, 1%525 Letter/Legal Input Tray, Ma Pwr Cord

Transfer Belt Cleaner
$44.46 USD

S

N
W ) [addto Cart| Addto Favorites
~ I__ 14

Supplier: ®EROX CORPORATION

Supplier Part #: 001RO0600
Terrn Contract: 204D
Available in: 30 Dayis)

20. The ‘Compare Items’ page will be displayed. Once the information has been reviewed, click
‘Done’ to return to the search results.

21. In order to add items directly from the ‘Compare Items’ page, update the quantity for the desired
item and click ‘Add to Cart.’

Home | Help ~ | Logout
NCE-Pruuu@ent ARIB A

@yﬂm’ service Welcome NCAS Requester

Compare ltems Bane |
————
7z N
oty: ( (pddtecart) 1 Oty: Add to Cart oty: Add to Cart
~ V3
Item Image K C —
Price $93.00 USD \ $1,136.69 USD $44 .46 USD

Phaser 8560MFP: 30ppm Color Multifunction Iot, Fax, Networking, 2400 Finspoint Irmags

Product Description Genuine Kerox SollNnk Cyan, Phaser Transfer Belt Cleaner
B560/8560MFF (3 Stic Quality, 512MB Memory, 40GB HD, 1X525 Letter/Legal Input Tray, Na Pwr Cord

Information from Supplier

N

Information from Manufacturer

Contract ID 204D 204D 204D

Supplier KEROK CORPORATION.  N\_ KEROX CORPORATIOH KEROX CORPORATIOH
Supplier Part # 108R00723 N\ BSE0MFP/EN 001R0D00
Manufacturer erox N[ xerox erox

Manufacturer Part # 108RO07Z3 == Users must update the 0D1RODE0O

available in 30 Day(s) oq 30 Day(s)

quantity when adding
items directly from the
‘Compare ltems’ page.

3/7/2019
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22. Once ‘Add to Cart’ is selected, the ‘Summary’ page will be displayed and the selected item(s)
will display on the eRequisition.

23. More items can be added to the eRequisition at this point by clicking ‘Add from Catalog’ or ‘Add
Non-Catalog Item.’

Note: Users may see a more detailed view on the ‘Summary’ page by clicking ‘Show Details.’

Home | Help " | Logout
ARIB A
NCE-Prncutﬂnent
@yaur service Home Welcome NCASRequester NCASRequester

[ Creats Search Manage Recent Preferences

RQ16977884: Untitled Requisition Back to Catalog

Review your requisition, make changes as necessary, and submit the request for approval.

Title: Untitled Requisition

Pre-Encumbrance Status: Mot Encumbered USGI‘S may expand the

On Behalf Of: * [NCASRequester NCASH O details of a line item by

Delay Purchase Until: E C|IC|(Ing ‘ShOW Details.’

Buying Entity: * 13EG

Transmit Ta Supplier?

My Labels: Apply Label...

Line Items (1} Show Details  [[1]]

No. Type Description Supplier Part Mumber Qty Unit Tax Other Price Amount

1 B xerox Colorgube Ink.Cyan Colorgube 8870 (G- m 108R00950 1 each I GIRLL $92.89 USD $92.89000 USD
P -~ - =, UsD UsD

S -
Y,
ﬂLAdd from Catalog. 4 [Add Non-Catalog Itam,.\'
~__———-

—_———=

Total Cost:  $92.85000 USD

Update Total

24. After a catalog item has been added to an eRequisition, users may see more information about a
supplier by clicking on the supplier's name in the detailed view.

Line Items (1) fide Detaid [T

No. Type Description Supplier Part Number Qty Unit Tax Other Price Amount
0.00 $0.00

1 E Xerox Colergube Ink Cyan, Colorgube 8870 (6 ... 108RO0950 1 ach $ $ $92.89 USD $92.89000 USD

UsD usD

Xerox Colorqube Ink Cyan, Colorqube 8870 (6 Sticks), North America "Must be purchased along with
Contract ID: 204D printer MFP-Cannot be purchased independently”
Supplier: XEROX CORPORATION
Location: 5008 Copier&Supply Orders
Commeodity Code: 207-72 - Printer Accessoriem

Users may click directly on the
supplier's name in the ‘Show

DIST
Details’ view to see more
Bid Number: 1T5-006500 - Printers and Peripherals detalled |nf0rmat|0n about the
| [Add from Catalng...] [Add Non-Catalog Item... Suppller

3/7/2019 eRequisition Catalog Item Process Guide 11
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Note: The ‘Review Details for Supplier’ page appears, showing users additional details about a

supplier including the supplier locations.

Note: Users may click on one of the supplier’s locations to view even more information, such as the

address, contact name, and preferred ordering method.

NCE-PFDGIII’EII‘IEI'II AR1B A

@vour service Home

Freferences

B Creats Search Manage Recent

Review Details for Supplier

These are the details for the field you selected.

Supplier Name: WEROX CORPORATION

Corp website: http:/fwwwm.xerox.com

XEROX - all Orders Except 2040, Xerax - Supplies Orders Only, Xerax Direct

Locations: Herax Corp Reseller 2040 Orde
HUB Category: Mone

The value displayed reflects the vendor's current HUB Category.
HUB Status: Mone

The value displayed reflects the vendar's current HUB Status.
Campany Information:  (no value)

The value displayed reflects the vendor's current Company Information,

Home | Help ™ | Logout

Welcame MCAS Requester

Users may click one of the supplier's
locations to see more detailed
location information.

25. Click ‘Done’ to return to the eRequisition ‘Summary’ page.

NCE-Prucllremant A RS Al

@your service Home

Preferences

ch Manage Recent

Review Details for XEROX - All Orders Except 204D

These are the details for the field you selected,

Name: XEROX - All Orders Except 204D
123 Main St.
Address: Anytown, NC 27603

United States
Contact: Theresa Liuzzo
Emnail Address: nc_supplier@yahoo.com
Phone: 704-551-2199
Fax: 19198502866

Preferred Ordering Method:  Email

-~
o
~=-

Home | Help ~ | Logout

Welcome MOAS Requester

26. Click ‘Catalog Home’ to clear the search results and return to the initial Catalog Search page.

7" |catalog Home S
~

Sg?vs.l\ll\?iTsnn Paper Co, () ~ ICataIDg | r\ 7
CLARCOR. Air ... (268}
D & H DISTRIBUTING ... (30}
LEXMARK ... (1142}
LRC, INC (39)
Show Al ...

[Search | 2ptions

Supplier Part #: ‘

Manufacturer Fart #:

Browse By: Categories | Suppliers

Create Non-Catalog Itern

Contract 1D |
Language
English {22593) Commaodity Code: ‘
Favorites

- Recent Choices - %
AGRICULTURAL EQUIPMENT, SUPPLIES & CHEMICALS {1557

AGRICULTURAL EQUIPMENT AND SUPPLIES (1130)
CHEMICALS [377)

APPLIANCES, ELECTRICAL, CLOCKS (10165)
APPLIANCES {3055)
ELECTRICAL EQUIPMENT (7114

/ MEDICAL & LAB EQUIPMENT & SUPPLIES {142)
LABORATORY EQUIPMENT AND SUPPLIES (528)

ﬁ.‘ | MEDICAL EGUIPMENT AND SUPPLIES (34)
a

OFFICE EQUIPMENT & SUPPLIES fPAPER
ZPRINTING (3042}
OFFICE EQUIPMENT AND SUPPLIES (2827)
SENEERM  PAPER AND PAPER PRODUCTS/PLASTICS (61}

3/7/2019
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. Summary

The ‘Summary’ page allows the user to enter a title as well as shipping, comment, and attachment
information. It also allows the user to review the eRequisition for accuracy. The approval flow for the
eRequisition can be viewed from the ‘Approval Flow’ Tab on the ‘Summary’ page as well.

1. Once onthe ‘Summary’ page, users can enter a title for the eRequisition. The title should be
descriptive of the items being purchased and can be used to make the eRequisition easily
identifiable.

2. The ‘Pre-Encumbrance Status’ appears for NCAS users only and indicates the pre-
encumbrance status of the eRequisition in NCAS. The field remains populated with ‘Not
Encumbered’ until the eRequisition has been sent to NCAS to pre-encumber the designated
amount.

Note: Once a user submits the eRequisition, the information is sent to NCAS to pre-encumber the
designated amount of the purchase order. The ‘Pre-Encumbrance Status’ reflects when the
eRequisition has been pre-encumbered. When the eRequisition becomes a purchase order, the
money will be fully encumbered in NCAS.

3. The ‘On Behalf Of field will default to the requester’'s name. To create an eRequisition on behalf
of another user, use the ‘On Behalf Of drop-down menu and select that user's name. If the user
does not appear in the drop-down menu, select ‘Search for more...” and search for the user in
the pop-up window that appears.

4. The ‘Delay Purchase Until’ field, visible for NCAS and Non-Integrated users only, allows the
eRequisition to be submitted and approved but not be distributed to the supplier until the date
specified.

Note: Funds will not be encumbered in NCAS until the date specified in the ‘Delay Purchase Until’
field and a purchase order is successfully created with a status of ‘Ordered.’

5. The ‘Buying Entity’ field, visible for NCAS users only, will default to the buying entity that is
selected in the user’s profile. It can be updated using the ‘Buying Entity’ drop-down menu. If
the desired buying entity does not appear in the drop-down menu, select ‘Search for more...’
and search for the desired buying entity.

6. The ‘Transmit to Supplier’ field, visible for NCAS and Community College users only, defaults to
checked, meaning that the purchase order, when created, will be sent to the supplier. If the box
is unchecked the supplier will not receive a copy of the purchase order.

Title: The title of the eRequisition may be entered in this field

Pre-Encumbrance Status: Mot Encumnbered

<n Behalf Of: MCAS Regquester

Delay Purchase Until: F

%
I
ol

Buying Entity: EG

-—~
Transrnit To Supplier? ( )
-

~ =
My Labels: Apply Label...

3/7/2019 eRequisition Catalog Item Process Guide 13
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7. While on the ‘Summary’ page, users may review the eRequisition line items prior to submitting
the eRequisition. Line items can be edited, copied, and/or deleted directly from this page by
checking the box next to the line item and clicking the appropriate button. See the ‘Editing Line
Items’ process guide for additional information regarding those processes.

Note: Click the ‘Hide Details’ link to minimize the amount of information that is shown for each line
item. Once the ‘Hide Details’ link has been selected, the requisition details will remain hidden until
the user changes their default preference or clicks the ‘Show Details’ link.

Note: The small button next to the ‘Hide Details’ link opens the ‘Table Options Menu’ and can be
used to select exactly what information is displayed for each line item.

NCE-Pruuounenl ARITB A

@your service

15~ Create Search Recent

Manage

Preferences

RQ16977884: Untitled Requisition

Review your requisition, make changes as necessary, and submit the request for approval.

Home | Help | Logout

Welcome NCASRequester NCASRequester

The ‘Hide Details’ link minimizes

Title: Untitled Requisition

Pre-Encumbrance Status: Not Encumbered

On Behalf Of: * | ncasRequester NCASR| )
Delay Purchase Until: fiz1]
Buying Entity: *13EG ]

Transmit Te Supplier?
My Labels: Apply Label...
Line Items (1)

No. Type Deseription

Supplier Part Number Qty Unit

1

the amount of information shown
for eRequisition line items. It
toggles back and forth with the
‘Show Details’ link.

fidebetaie [0

1 E Xerox Colorqube Ink Cyan, Colorqube 8870 (6 ...

Contract ID: 204D

Supplier: XEROX CORPORATION

Location: 6008 Copier&Supply Orders Only
Commodity Code: 207-72 - Printer Accessorie...

DIST

&

Bid Number: ITS-00&! = Printers and Peripherals
———

Users may ‘Edit,’” ‘Copy,’ or
‘Delete’ line items by
checking the box beside the
line item(s) and clicking the
appropriate button.

Tax Other Price Amourf
1 cach 000 200 oop 6o UsD $92.85000 USD

UsD _UsSD

, Colorgube 8870 (6 St
chased independently”

The ‘Table Options
Menu’ button allows
users to pick which
details will appear in the

- -~
~
'\ I/ [Add frem Cataleg... ) [Add Nen Cataleg Item...|
—

= -

detailed eRequisition
view.

Total Cost: $92.89000 USD
SHIPPING - ENTIRE EREQUISITION
3/7/2019 eRequisition Catalog Item Process Guide 14
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8. The ‘Shipping — Entire eRequisition’ section at the header level should be populated according
to where and to whom the items on the eRequisition should be shipped. Shipping preferences
entered here will default on the entire eRequisition unless a user has entered unigue values on
certain line items.

Note: Shipping preferences for single lines may be set by editing the line item individually. These
edits will remain in place even if the user changes an overall setting on the ‘Summary’ page.

9. The ‘Ship To’ field automatically defaults to the ship to location set up in the user’s profile. Users
may choose a different option by selecting ‘Search for more...” from the drop-down menu.

Note: The ‘Ship To’ drop-down menu contains the ship-to addresses that have been entered by an
administrator. These addresses are agency specific.

10. The ‘Deliver To’ field indicates the recipient of the order. This is a free-text field that defaults to
the requester’'s name. The default value can be deleted, and the field can be populated with any
value.

11. The ‘Need-by Date’ field is transmitted on the purchase order to the supplier as the date by
which the items need to be delivered. The calendar icon next to the field may be used to select
the appropriate date.

12. The ‘Shipping Method’ field describes the method by which items will be shipped to the buyer
and defaults to ‘BEST WAY’ for both NCAS Agencies and EP Lite Agencies. This field can be
changed by selecting ‘Search for more...” from the drop-down menu.

13. The ‘Freight on Board (FOB) Code’ reflects how freight charges for the order are paid. This
value defaults to ‘001’ for NCAS Agencies and ‘Destination’ for EP Lite Agencies. Using the
drop-down menu, users may select ‘Search for more...’ to find the option that best meets the
user’s agency purchasing policies.

14. The ‘Terms of Payment’ field describes the timelines and conditions of payment to the vendor
and defaults to ‘N30’ for both NCAS Agencies and EP Lite Agencies. Using the drop-down
menu, users may select ‘Search for more...’ to find the option that best meets the user’s agency
purchasing policies.

= =~
€ SHIPPING - ENTIRE EREQUISITIONY
——————————

Ship To: * MCAS Ship Ta

Deliver To: * NCAS Requester

Meed-by Date: [s]
Shipping Method: |BEST war

FOB Code:

=]
=
=

Terrns of Payment: "

=
&
=]

3/7/2019 eRequisition Catalog Item Process Guide 15
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15. Comments may be added for the entire eRequisition using the ‘Comments — Entire
eRequisition’ field. The requester may add only one comment at the header level of the
eRequisition. If more comments are needed, they may be added either at the line item level or at
the header level by approvers of the eRequisition.

16. Attachments may be added to the eRequisition at the header level by clicking the ‘Add
Attachment’ button.

S~ — - —_———_

Select the checkbox next to
‘Visible to Supplier’ to
Comments: include comments on the
purchase order.

O visible to Supplier

ATTACHMENTS - ENTIRE EREQUISITION

P -

-~ —= -

17. The ‘Add Attachment’ page is displayed after the ‘Add Attachment’ button has been clicked at
the header level on the ‘Summary’ page. Click the ‘Browse’ button to locate and select an
attachment, then click ‘OK’ once the attachment is selected to populate the ‘File’ field.

Note: The following file types are acceptable as attachments: .bmp, .csv, .doc, .docx, .dotx, .gif, .htm,
.html, .jpeq, .jpg, .pdf, .png, .potx, .ppsx, .ppt, .pptx, .ps, .rtf, .sldx, .txt, .xls, .xlsx, .xltx, .xml, and .zip

Note: The maximum file size for attachments is 5MB. Adding more than 10MB of total attachments
may cause a delay when sending purchase orders to vendors who receive their orders via the Ariba
Supplier Network (ASN), and adding more than 5MB of total attachments may cause a delay when
sending purchase orders to vendors who receive their orders via email.

Help ™
Select the checkbox beside of Welcoms HEAS Requescar
‘Visible to Supplier’ to include

attachments on the purchase order.

NCE-Prucurgnenl AR A

@vour service Home

Add Attachment

Browse to select a file, Maximum agj#fhment size is 4096KB or 4MB.

PR

{ (o) )

~ -

-

File:

O visible to Supplier

-7~
(=
No -
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18. Once an attachment has been added to an eRequisition, the user can add more attachments by
clicking the ‘Add Attachment’ button again. Users may also change an existing attachment’s
visibility to the supplier by checking or unchecking the ‘Visible to Supplier’ checkbox. Finally,
users may delete unwanted attachments by clicking the corresponding ‘Delete’ button.

ATTACHMENTS - ENTIRE EREQUISITION

Attachments JEEE|
File Hame + Size Creatar wisible to Supplier -
& Guide to Wendar Registration.pdf Download 7252 KB NCAS Requester 4 4
Guids o Vandor Regiaraion. : SEY « )
- ~ - ~e -
¥ |[add attachraent|
N

19. The system generated approval flow can be reviewed by clicking the ‘Approval Flow’ tab. For

more information regarding approval flows, see the ‘Approving an eRequisition’ process guide.

20. To submit the eRequisition to be reviewed and approved by the approval flow, click the ‘Submit’

button either at the top of the bottom of the page.

NCE-Procurement ARIB A

@ your service

[ Create

RQ16977884: Untitled Requisition

Home | Help ¥ | Logout

Home Welcome NCASRequester NCASRequester

o s ARy o

Search

Manage

Recent Preferences

Review your requisition, make changes as necessary, and submit the request for approval.

- -~
[ summary WATELEIDA .4

Title: Untitled Requisitdhq

Pre-Encumbrance Status: Not Encumbered

SR View the system

Deloy Purchaseunt: @@ generated approval flow
Buying Entity: *[12ea ) by clicking the

Transmit To Supplier? ‘Approval Flow’ tab.

My Labels: £ Apply Label...

—-———

_— = - -

Line Items (1) [
No. Type Description Supplier Part Number Qty Unit Tax Other Price Amount
1 El Xerox Colorqube Ink Cyan, Colorqube 8870 (6 ... 108R00950 1 each $SSU; Zg;u $92.89 USD $92.89000 USD

3/7/2019
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IV. Catalog Item Kits

Catalog Kits are items in NC E-Procurement that are bundled together by the supplier into one unit, such
as items that are typically ordered for new employees. When ordered from the catalog, users will order a

Catalog Kit as one item. However, the Catalog Kit might appear in the eRequisition as a list of separate
items.

1. Catalog Kit items can be located by performing a keyword search for the Catalog Kit name.

2. The returned search results will display the Catalog Kit name and will have a Catalog Kit Icon
displayed to indicate that the item is a Catalog Kit.

3. To add the Catalog Kit Item to the eRequisition, click ‘Add to Cart’ next to the desired Kkit.
Note: The entire Catalog Kit will be added to the eRequisition initially. Once added, users can then

make edits to the Catalog Kit, including the deletion of certain items. Catalog Kit items that are
required cannot be deleted.

. Home | Help ™| Logout
NCE-Prucurement ARIB A

@yaur service Home Welcome NCASRequester NCASRequester

[ Create Search Manage Preferences

Catalog Home | _ o = —
_______

Refine your results Catalog [» /\ 060A Automotive Filter Kit Obtions Create Non-Catalog Item

o L
Favorites | | TS =====

- Recent Choices - Bl (v £

Manufacturer Part #:

Contract ID:

Commeodity Code:

Your search path: Catslog = "060A Automotive filter kit" The Kit Icon helps
1 items found users |dent|fy Sort By: Relevance | Price | Name  View: Details | Thumbnails
catalog items that

D [[] KitName: 060A Automotive Filter Kit are bundled as a
$46.34 USQ, Catalog Kit.
(e

4. When first added to the eRequisition, the Catalog Kit will appear as one compressed line item,
but all the line numbers will be indicated (i.e. 1 — 4).

3/7/2019 eRequisition Catalog Item Process Guide 18
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5. Click the arrow next to the compressed line item to view all lines associated with the Catalog Kit.

Title: Untitled Reguisition

Pre-Encumbrance Status: Mot Encumbered

©on Behalf Of: " NCASRequester NCASR
Delay Purchase Until: bl
Buying Entity: *13EG
Transmit To Supplier? i If expanded, all 4
My Labels: Apply Label... line items in the
T —— Catalog Kit will
No.  Type Tption dlsplay
=

~
( »1-4 4l 060A Automotive Filter Ki
~S=7

Supplier: AUTO SUPPLY COMPANY, INC.
Location: (05) Aute Supply High Paint
Commodity Code: 080-42 - Filters: Air, Fuel...

Bid Number: (no value)
Catalog Kit: KIT1

| [Add from Catalog...) [Add Non-Catalog Item...

Hide Details  [IT1]

Supplier Part Number Gty Unit  Tax Other Price Amount
0.00 $0.00

KIT1_065A_1 1 cach ¥ $ $46.34 USD  $46.34000 USD
USD USD

060A Automotive Filter Kit

Total Cost: $46.34000 USD

Update Total

6. Once the Catalog Kit is expanded, each line item will be visible. The ‘Kit requires item’
checkbox will indicate whether the line is required for the Catalog Kit. If the ‘Kit requires item’
box is checked, users will not be able to remove the line from the eRequisition.

7. If the ‘Kit requires item’ box is not checked, users may delete the line item by checking the box

next to the line item and clicking ‘Delete.’

Line Items (&)

V] No. Type Description

v Y14 @ 0604 Automnaotive Filter Kit

Supplier: AUTO SUPPLY COMPANY, INC.
Location: (05) Auto Supply High Point
Commaodity Code: 060-4Z - Filters: Air, Fuel...

Bid Mumber: (no value)
Catalog Kit: KITL

1 B  AcDelco, Oil Filter, PF48, Each

Contract ID: 060C

Supplier: AUTO SUPPLY COMPANY, INC.
Location: (05) Auto Supply High Point
Commodity Code: 080-42 - Filters: Air, Fuel...

&

Bid Number: 201300257 - Filters, Oil and Air, Automotive
- Beremiit T —

Contract ID: 060C
Supplier: AUTO SUPPLY COMPANY, INC.
Location: ) Auto Supply High Point

Hide Details [ H

Supplier Part Number Qty Unit  Tax Other Price Amount
KIT1_065A_1 1 cach 3000 000 oo osUsD $46.35000 USD
USD USD

060A Automnotive Filter Kit

PF43 1 eacn $0-00 $0.00 $2.21 USD  $2.21000 USD
UsD uUsD
ACDelco, Oil Filter, PF48, Each
A1163C 1 each $0-00 $0.00 $6.92 USD  $6.92000 USD
uUsD UusD

ACDelco, Air Filter, A1163C, Each
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V. Catalog Item Enumeration

Enumerations are Statewide Term Contract items that have specific attributes associated with them and
that require the user to select a preferred option before the item is added to the eRequisition (e.g., size,
color, delivery options). When a user adds an Enumeration item to the eRequisition, the system displays
the options for the user to choose. The user should select the preferred options and click ‘OK’ to add the
item to the shopping cart.

1. Execute a keyword search and add the item to the eRequisition by clicking ‘Add to Cart.” An
additional screen will prompt users to select or enter additional information related to the selected

Home | Help ” | Logout
ARIBA*
NCE-Prnnu@em
— @vour service Home
[ Create Search Manage Recent Preferences
Catalog Home
Refine your results Search | options Create Non-Catalog Item |
Favorites _
- Recent Choices - ¥ Supplier Part #:

. Contract ID:
Options for type: General

Color

Commodity Code:

Your search path: Catalog > "leg” > "785A" > "S100.804"

2 items found

Sort By: Relevance | Price | Name View: Details | Thumbnails
Left Leg Assembly - S100 Supplier: GAUMARD SCIENTIFIC COMPANY
4] SD
Szaus ~
t e Supplier Part #: S100.804L
\ |Add to cart | 14dd o Faverites Term Contract: 785A
e — Available in: 56 Day(s)

Left Leg Assembly - 5100

Right Leg Assembly - S100
$42.00 USD

Supplier Part #: S100.804R
| Add to Cart] Add to Favorites Term Contract: 785A
Available in: 36 Day(s)

Supplier: GAUMARD SCIENTIFIC COMPANY

Right Leg Assembly - S100
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2. Select the necessary additional information using the drop-down menu for the applicable

Enumeration option.

3. Click ‘OK’ to add the item to the eRequisition.

NCE-Procum‘lem AR 1B A

@ your service Home

[H Create Search Manage Recent Preferences.

Edit Additional Item Details

Add the required information and edit existing information, if desired

Product Description:  Left Leg Assembly - S100
Price: $42.00 USD

Commodity Code: 785-03 - Anatomical Models (For Medical and Nursing Instruction) (See Also First Aid Manikins and Models In Class 345-68)

Supplier: GAUMARD SCIENTIFIC COMPANY
unit of Measure: each
Color: '
No Choice
Centract ID: Dark

Manufacturer Name: Light
Retail Unit Price: Medium

kific Co., Inc.
Supplier Part #: 5100.804L

Supplier URL: http://www.gaumard.com

Home | Help * | Logout

-

f

(e
=

~

4. Once the Enumeration line item has been added to the eRequisition, it will be visible and editable

at the line item level in the ‘Summary’ page.

Note: To edit a previously entered Enumeration choice, the user may check the box next to the item

on the ‘Summary’ page and click the ‘Edit’ button to reach the ‘Edit Line Items’ page.

Line Items (1)

¥ No. Type Description

Supplier Part Number Qty Unit  Tax Other

7 1 [E] Right Leg Assembly - 5100 cach $0-00 $0.00

USD USD

5100.804R 1

Right Leg Assembly - 5100
Contract ID: 7854

Supplier: GAUMARD SCIENTIFIC COMPANY
Location: GAUMARD SCIENTIFIC

Commedity Code: 785-03 - Anatomical Models ...
ItemID: (no value)

WarehouselD: (no value)

Company:
-, = ATTouwg:

Cner Conger

| [2dd from Cataleg...| [Add Non-Catalog Item...

~ ”

-~

m [+

Hide Details

Price Amount

$42.00 USD  $42.00000 USD

Total Cost:  $42.00000 USD

Update Total

3/7/2019 eRequisition Catalog Item Process Guide
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5. Inthe ‘Line Item Details’ section, click the drop down arrow next to the attritubute to select a
value.

Stock Keeping Unit:

Conversion Factor: 1
SKU Quantity: 1
Bid Number: 201700825 - Manikins, Accessories, Software & Services

Comments for Accounts Payable Attention:

Due-on Date: i Click the drop down arrow to

LINE ITEM DETAILS choose the apprqpriate attribute
- (‘Color’ in the this example).

Color: B|Ne Choice v A

4
~

6. Click ‘OK’ to return to the ‘Summary’ page.

Home | Help * | Logout

NCE—Procursmom ARIB A

@»ﬂll' service Home
[ Create Search Manage Recent Preferences
\
RQ16977884: Untitled Requisition ( T3 Cancel |

This is a summary of the item you selected. Change any editable field and save your changes.

LINE ITEM DETAILS

No. 1

Description: Left Leg Assembly - $100
Qty: 1

UoM: each

Commeodity Code: * 785-03 - Anatomical Models
Amount: $42.00000 USD

Price: $42.00 USD 2’

Tax Rate: Other v

Note: The user will receive an error message if they try to submit an eRequisition without the
Enumeration selected.
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VI. Catalog Item Favorites

Users may add specific Statewide Term Contract items to a favorites list for quick reference. Catalog
items saved as favorites are updated as the catalog item is updated (e.g., price, description). To utilize
catalog Favorites, users must first define ‘Favorites Folders.” Specific catalog items can then be added
to a defined Favorites Folder. If no folder is defined, any items marked as Favorites will be added to a
folder named ‘My Default Folder.’

1. To define a Favorites Folder, execute a catalog search for the desired item.

2. Click the ‘Add to Favorites’ link next to the item and select ‘Organize Favorites.’

Catalog Home

-
&S
et Pl (Search] cptions Create Non-Catalog Item
- =
Keyword :
sheet (200) Supplier Part #:
ctn (1123
pprn (103} Manufacturer Part #:

copier (103}
recycled (102)
Show all ..

Contract 10

Cammodity Code:

Category
204-T6: Printers, .. (1)
287-78: Teaching .. (1)
365-60: Scrubbing .. (4}
475-67: Personal .., (1)
645-30: Carbonless ... (4]

Show all ..

Your search path: Cstslog > "paper”

# supplier Punchout Catalog Resources

~ MyOfficeProducts (1) = Forms & Supply, Inc-FSIoffice (1) ~ Piedmont Office Suppliers/Fais (1)
MyOfficeProducts (Punchout Catalog)

- 615A..

Forms and Supply (6154 Punchout
Catalog)

Faison Dffice Product dba Piedmont
Supplier Dffice Supplier
B.W Wilson Paper Co, (5)
GREGORY POOLE ... (1)
LEXMARK ... (2]
SOUTHERM ... (1)

KEROQR CORPORATION (26)

Shorten Yiew

433 items found

- [Addto Cart add to Favoritas

show: 20|50

100 results perpage  Sort By: Relevance | Price | Mame  View: Details | Thumbnails

Page |1 & |

Show all ..

Language Paper, Bond, Recycled 100%, White, Boise Aspen ... supplier: B.W Wilsan Paper Co.
English (456) $48.45 USD

Manufacturer supplier Part #: 054922

Essential Industries (3)
Ever Ready (1)

Qty: |1
- -

~ ~
Add to Cart Add to Favorites P

Term Contract: 8454
Available in: 10 Day(s)

Hewlett-Packard (13} O —_——— -

MyOfficeProducts, ... (1) {@)

Mational Chemical ... (5)

Show all ...

. Paper, Bond, Recycled 100%, White, Boise Aspen 100, 8§ 1/2x11, 20#, S000/Ctn, 92

Price Brightness, 100% Post Consumer Fiber, 100% Environmentally Responsible, Processed

$1.00 - $10.00 USD (12] Chlorine Free, Laser Guaranteed, Ream Wrapped, FSC Certifisd

$10,00 - $100.00 USD (247)

$100.00 - $1,000.00 ... (145)

$1,000.00 - $10,000 ... (48 PAPER FOR DIGITAL BP MONITOR PRINTER 6014P EA Supplier: Mckesson Medical-Surgical Minn

$10,000,00 - .., (2) $3.44 USD

. Supplier Part #: 60442500

show 4l ... Qty: [1 Term Contract: 475E

Favorites || ddto Camt) idiiF| Add Available in: 0 Day(s)

- Recent Choices -

Add To Folders...

- -4
(4 Oraanize Faverites.. |y
_——=-- PAPER FOR. DIGITAL BP MONITOR PRINTER 6014P EA
H ‘ ’
3. Click ‘New Folder.
Organize Favorites [Bone |
Create, modify, or delete favorite folders. You can also delete iterns from favorite folders or move items among folders by dragging thern ower, Yoo can make a folder public only if you have the || ¥

Mame

AT TG

(|(Pizw Faider)
-

~

-

Mo fems

Created By Public  Public To Groups Public Add

Public Delete
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4. Enter the name of the folder in the available free-text field and click ‘OK.’

Add New Favorites Folders

O vepeg === === === === - Craated By Public Public To Groups  Public Add  Public Delste
~
IZ( & [Enter the name of the new folder ) NCAS Requester (no value)
~ - -
Hew Foldar ] = = = = = - ———
(=0 =
=

5. The same item may be added to multiple folders by checking the box next to each folder and
clicking the ‘Add’ button. If the item already exists in a folder, the user will receive an error
message.

[=]

Help

« Fail to add some items to some folders. Folders might already contain those items, or
folders might be full based on a limit set for private folders by your administrator. Please
create or choose other folders, or reduce the number of items already in these folders
first.

NCE-Prucurement AR1EB A

@ynur service Home

Welcoms NCAS Requaster

Create Search [LERELTY Recent

~

An error will be displayed
if a user attempts to add
an item that already
exists in a favorites list.

Add Favorites To Folders

Select an existing folder to add items ta, or create new folders and then add items. You can make a favorites falder publ rites,

Add favorite item(s) "Convenience Stapler-A 1, 36 Month Rental for Mfg. ..." to selected folders.

XN
/| & Wame +

Created By Public Public To Groups  Public Add  Public Delete
‘r i NCAS Requester Folder 2 NCAS Requester (no walue)
Checking the boxes next to N (o value}
multiple folders will add the NCAS Requester (o valuz)

\ CAS Requester Folder T
\ Ib i Test Folder

<’

Mew Folder

item to each of the selected
favorites lists.

24
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6. To make changes to favorites lists, a user may check the box next to the appropriate folder and
click ‘Edit Folders,’ ‘Delete Group,’ or ‘New Folder.” Once all necessary folders are updated,

click ‘Done.’

Note: Clicking the ‘Delete Group’ button will permanently delete an individual item within a folder or

the entire folder and all of its saved contents. This action cannot be undone.

NCE-Prucu@ent AR B A

@rnur service Home

Manage

Organize Favorites

Craate, modify, or delets favgs® fol

Users may delete entire
Groups by selecting the
checkbox next to the

A Group and clicking the
‘Delete Group’ button.

| Welcoms NCAS Requester

Help ™

ovs iterns amang folders by dragging them over. You can make a folder public only if you have the .,

JL Users may delete ed By Public Public Ta Groups  Public Add  Public Delete
l\v V¥ oy NCAS Requester Folder 2 individual items within a Requester
O [ Lexrnark 100XL Color High Yield R Tk .. Group by selecting the
ID\ ¥ i HCAS Re el checkbox next to the item Requester
\ (o] SYeir,Baupqnt\p‘en has a elick-top and a ... and CliCking the ‘Delete
[Edit Falders ’\[Dilete Gru:p]/ | [Mew Folder] Group’ button.
f\‘
~ — Z
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7. Users will be returned to the catalog search after clicking ‘Done.’

8. Now that the folder has been created, click ‘Add to Favorites’ next to the desired item and then
‘Add To Folders...’

Catalog Home

Refine your results pen —_Craata Non-Catalog Item
Keyword

peninsula (32 Supplier Part #:

table (30}

industry (19} Manufacturer Part #:

tiffany (19)

csii (19) Contract ID:

Show All ... Commodity Code:
Category

55-5&: Lighting ... (2) Your search path: Catalog * "pan”

287-78: Teaching ... (11}
360-10: Carpets and ... (1}

* Supplier Punchout Catalog Resources
475-65; Pads, ... (2}

475-80! Syringes .. (1) = MyOfficeProducts (1) ~ Forms & Supply, Inc-FSIoffice (1) ~ Piedmont Office Suppliers/Fais (1)
Show All ... MyDfficeProducts (Punchout Catalog) Forms and Supply {6154 Punchout Faison Office Product dba Piedmont
Supplier - 615A... Catalog) office Supplier

FEEDBACK ... (1)

GREGORY POOLE ... (8) Shorten View
My OfficeProducts (1) 710 e sl Show: 20]50| 100 results per page  Sort By: Relevance | Price | Name  View: Details | Thumbnails
SOUTHERN ... (8)
HEROX CORPORATION (1) r add to Faverites Page |1 v b
Shaw all ...
Language Phaser 8560MFP: 30ppm Color Multifunction Tot, ... Supplisr: HEROX CORFORATION
English (73} $1,136.69 USD
Manufacturer oty [1 Supplisr Part #: 8560MFR/EN
Bobeat (2) ‘ e m———— Term Contract: 204D
DERMARITE ... (1) o Add to Favorites 0Y Available in: 30 Day(s)
Future-Tek (1) ——————— &
SANFORD (1)
Tiffany Industries ... (19) DIST
Shaw All ... Fhaser 8560MFF; 30ppm Color Multifunction Iot, Fax, Networking, 2400 Finepoint Imags
Price Quality, 512MB Memory, 40GB HD, 1x525 Letter/Legal Input Tray, Na Pwr Cord
$1.00 - $10.00 USD (2)
$10.00 - $100.00 USD (15) 5 Year - Ballpoint pen has a click-top and a ... Supplier: C.A. Shart Compsny
$100.00 - $1,000.00 .., {39} $9.59 USD
$i,DDg§-DD§D' _$10,0100 - (12) oty [T supplier Part #: SNCS001
$10,000.00 - ... (1) Term Contract: 0804
Show all ... 0O FS A - —— Available in: 15 Day(s)
4 Add To Folders.. Y
Favorites ~ L
- Recent Choices - % Tm—-—-
Grganize Favorites..,
5 ‘¥ear - Ballpoint pen has a dick-top and & chrorme finish. Includes State Seal on pen
cap

9. Check the box next to the folder that will contain the item and click ‘Add.’

Add Favorites To Folders

Selsct an sxisting folder ta add items to, or creats new folders and then add itsms. You can make a favarites foldsr public anly if you havs the permission to manage public favoritss.

add faverite item(s) 'S Year - Ballpoint pen has a click-top and a ..." te selected folders.
L |~ Mams Created By Fublic Fublic To Groups  Public fdd  Public Delste
2 N
\ [ , @m NCAS Requester Falder I MCAS Requester (na walue)
N
New Folder

-
B

1
1
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10. Users with ‘NCAS Purchasing,” ‘EPLite Purchasing,” and ‘Non-Integrated Purchasing’ roles will
have the ability to check the ‘Public’ box to publish a favorites list that will become an agency
standard. Check the box next to the favorites list to become public, and then click the ‘Edit

Folders’ button.

Organize Favorites

permnission ta manage public favarites,

)l MName 1

( )v 4 Department Standard

™ [ Metal Chairs, Capa Guest Chair Standard Matte ..
[ Sixz-Drawer Cabinet, 16"w x 24"d x 28"h

¥ [u Individual User Favorite List

[ 5 Tear - Ballpoint pen has a click-top and a ...

oooog

_ = =EuPaper, Bond, Recycled 50%, whits, Boiss Aspen 50 ...

~
£ (Edit Folders ) [Belste Group] | (Hew Folder]
AN = 7

———

Create, modify, or delete favorite folders. You can also delete items from favarite folders or move items among folders by dragging them over. You can make a folder public only if you have the S

Created By Fublic Public To Groups Fublic add  Public Delste
NCAS Administrator (no value)
NCAS Administrator ino value)

11. While in edit mode, check the ‘Public’ box for the chosen favorites list and click ‘OK.’

Edit Favorites Folders

O name 1 Created By Fublic Public To Groups Public Add  Public Delste

-~

NCAS \ (select a
v] ¥ |Department Standard
Hm |Deparmen andar Administrator (\. /J walug) [ select ] O O
-
O [1 Metal Chairs, Capa Guest Chair Standard Matte ...
O [ Siz-Drawer Cabinet, 16"w x 24"d x 28"h
[0 ¥ g Individual User Favarite List :;::ﬁismm tno value)
O [ 5 Year - Ballpoint pen has a click-top and a ...
O [ Paper, Bond, Recycled 50%, White, Boise Aspen 50 ...
==
(&0 G
S
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12. Once a favorites list has been classified as public, the user must then choose which groups will
have access to the published favorites list. They may do this by clicking ‘Select’ under the
‘Public To Groups’ column. The ‘Choose Values for Public To Groups’ page will be
displayed. Check the box next to the chosen group and click ‘Done.’

NCE-Prunurement AR B A

Edit Favorites Folders

|

MName 1

&l

¥ i |Department Standard

[ Metal Chairs, Capa Guest Chair S

[ Six-Drawer Cabinet, 16"w x 24"d
¥ ow Individual User Favarite List

[ & vear - Ballpoint pen has a click-

oo o oo

O Paper, Bond, Recycled 50%, Whit:

Choose Yalues for Public To Groups

[E] Alert: Found more than 500 items. Only the first 500 items are displayed.

Add to Currently Selected
Field: Mame
Name +
ABTCC Purchasing Agsnt
ADMM Chisf Procursment Officer
ADMM FA Approver
ADMM IT Approver
ADMM Purchasing Agsnt
AGNG IT Approver
AGRI AF Approver
AGRI Chief Procurement Officer
AGRI IT Approver
AGRI Purchasing Agent 1
AGRI Purchasing Agent 2

AGRI Purchasing Agent 3

Currently Selected
Name +

Mo fems

Help ~

Welcome NCAS Administrator

Fublic To Groups

(select T T N
v O O
valu!)\[select] P

~ -

(no value)

Click ‘Select’ to
open the
‘Choose Values
for Public To
Groups’ page.

Public Add Fublic Delete

AGRI Purchasing Agent 4

ALCC Purchasing Agent

A0CO Central Receiver ALL
A0CO Chief Procurement Officer
A0CO Purchasing Agent

ASBY IT Approver

OooooooOoooooooooooooan

BCCC Purchasing Agent w

13. Users with ‘NCAS Purchasing,” ‘EPLite Purchasing,” and ‘Non-Integrated Purchasing’ roles will
have the ability to check the ‘Public Add’ and ‘Public Delete’ boxes either independently or
together. When these boxes are checked, users who have the ability to view the published
favorites list will also be able to add items, delete items, or both.

Edit Favorites Folders

O name + Created By Public Public To Groups Public Add  Public Delete
-~ =~
HCAS ADMN IT \ \
¥ 5 [Department Standard = (2, (=,
Administrator Approver [ selsct ] ~- ~-

[ Metal Chairs, Capa Guest Chair Standard Matte ..
[ Six-Drawer Cabinet, 16"w x 24"d x 28"h

........ MCAS

Adrministrator (no value)

[ 5 Year - Ballpaint pen has 5 click-top and & ...

oo oloo
Z‘.
[
c

[ Paper, Bond, Recycled 50%, White, Boise Aspen 50 ...
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Note: Once the item has been added to the desired Favorite Folder, a star will appear next to the
item to mark it as a Favorite.

GREGORY POOLE ... (8)
SOUTHERHN ... (8)
HEROX CORPORATION (1)
Show all ..
Language
English (73}
Manufacturer
Bobest (2]
DERMARITE ... (1)
Future-Tek (1)
SANFORD (1)
Tiffany Industries .
Show all L.,

At

Price
$1.00 - $10.00 USD (2]
$10.00 - $100.00 USD (15)
$100.00 - $1,000.00 ... (39)
$1,000.00 - $10,000 ... (12)
$10,000.00 - ... (1)

Show All ..

70 item= found

- [add to Cart Add to Favorites

$9.50 USDY 3y
”

-

Qty: |1

Add to Cart Add to Fauotites

$1,136.69 USD

-
Add to Cart Add to Favorites

5 Year - Ballpoint pen has a click-top and a ...
-

Phaser 8560MFP: 30ppm Color Multifunction Tot, ...

View: Details | Thumbnails

Page [L9] »

Show: 20|50[100 results per page  SortBy: Relevance | Price | Name

Supplier: C.A. Short Company

Supplier Part #: SHCE001
ke ract: 00

The Favorites icon helps
users to identify which
catalog items have been
saved to their favorites.

e finish, Includes State Seal on pen

Supplier Part #: B560MFP/EN
Term Contract: 204D
Available in: 30 Day(s)

i

Note: Users may view one of their Favorite Folders by clicking the ‘Favorites’ drop-down menu on
the ‘Catalog Home’ page and choosing the appropriate one.

Favorites

Home | Help ™ | Logout

NCE-Prucuremant ARI1B A

@your service Home Welcome NCAS Requester

1]

Create Search Manage Recent Preferences

oY RQ20010347: Untitled Requisition ¥ rtems: 0 Total: $0.00000 USD
B, Wilson Paper ...
BLANKENSHIP ... ()
D & H Distributing ... {30}

GREGORY POCLE ... {2130}

LEXMARK ... (1142)
Show all ..

]

Add items to your requisition fram the catalog or fram your favoritss groups. You can alsa entar dstails for non-catalag itams.

Browse By: Categories | Suppliers

Create Non-Catalog Item

Catalog Home
Catalog v| |

/[Search | options

Supplier Part #: |

Languag{e_
BagTMEh (25025 =

-, o =~ ~
{ Favarites

\ inRecent Choices - fv

Manufacturer Part #:)

/

N-Eecent Choices o, »
L NCAT Reqmestr ..
NCAS Requester ...
Table and Chair

|
]
Contract 1D: | |
|

Commodity Code: |

J MEDICAL & LAB EQUIPMENT & SUPPLIES (142)
LABORATORY EQUIFMENT AND SURPLIES (5&)

AGRICULTURAL EQUIPMENT, SUPPLIES & CHEMICALS (1524)
AGRICULTURAL EQUIPMENT AMD SUPFLIES (1447)

Note: Users may view all of their Favorites Folders by picking ‘Other...” from the ‘Favorites’ drop-
down menu. Clicking the ‘Select’ button for a folder will allow users to view all catalog items
contained in that folder.

Help ™

NCE-Prunuremem ARIB A

@your service

Home Welcame MCAS Requester

Manage  Recant

Choose Favorites Folder

Click Select to display the favarite itsms in a folder.

Created By
Pl N
i Table and Chair NCAS Requester ( \

y NCAS Requester Folder 1 NCAS Requester

fw WCAS Requester Folder 2 NCAS Requester

29
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VIl. Catalog Saved Searches

Users may save frequently used catalog searches for future reference. This can be helpful for users that
add the same type of line items to an eRequisition on a regular basis.

1. From the ‘Catalog Home’ page, users should run the catalog search using the same parameters
as the search that they would like to be saved. The results will be displayed based on the
requirements that the user has entered.

2. Click the ‘Options’ link to view the list of available options for the search.

3. Click ‘Save Current Search...’

Home | Help ~ | Logout
ARIBA*
NCE-Prncurement
A A-d-wul il
@yaur service Home Welcome NCASRequester NCASRequester

B Create  Search Manage Preferances

Catalog Home I
i ~
Keyword cunnlier Port £: [~ ATdiGional
purchase (379) CRET=FIRCIGLE + Supplier Part #
finish (360) =
o Manufacturer Part #: ¥ Menufacturer Part
ier ) + Contract ID
wood (289) e v Commodity Code
specify (269)
PSR EThET = = o
Show All ... Commodity Code: €1 savecurent search... |2
Category
. Your search path: Catalog > "paper"”
204-76: Printers, ... (2)
260-46: Instruments 2 ES Supplier Punchout Catalog Resources
420-56: Library ... (16)
465-82: ... (5) ~ MyOfficeProducts (1) ~ Forms & Supply, Inc-FSIoffice (1) ~ CAROLINA IMAGING (1)
645-30: Carbonless ... (4) MyOfficeProducts (Punchout Catalog) - Forms and Supply (Punchout Catalog) - Carolina Imaging (Punchout Catalog) -
615A 615A 615A
Show All ...
Supplier ~ Piedmont Office Suppliers (1)
B.W.Wilson Paper Co. (6] Piedmont Office (Punchout Catalog) - 615A
GREGORY POOLE ... (1) ,
PATTERSON DENTAL (8) Shorten View
SOUTHERN ... (2) = h f I / s | Thumbnzil
YEROX CORPORATION (50) 851 items found Show: 20|50(100 results per page  Sort By: Relevance | Price | Name  View: Details | Thumbnails
Show All ... Add to Cart Add ta Favorites Page 1 v b
Language
English (855) Multi Paper Feed Cassette (50 Sheets, A4-A2) for ... Supplier: KYOCERA Document Solutions

Manufacturer g Supplier Part #: 1205J00UND
. upplier Pa :

Afflink (2) Qty: 1 Term Contract: 204D

DARRAN Furniture (263)

Ever Ready (1) Add to Cart| #dd te Favorites Available in: 30 Day(s)

Georgia Pacific (1)

Indiana Furniture (3) 8

4. Inthe ‘Search Name’ field, enter the name of the search that is being saved.

5. Click the ‘Save’ button. The catalog search is now saved and the user is returned to the ‘Catalog

’
Home’ page.
NCE-Prncummgm AR 1B A Home | Help ™ | Logout
T @your service Home Welcome MCAS Requester

B Create Search Manage Recent Prefe

Save Catalog Search

Choose a descriptive name for this search. This will help you to find and reuse it later in the search options menu,

-

-
-
¢ Search Name: [ S
§‘~—_ _——" —m TS
___________ (| [Save] mﬂ
~

~—=
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6. To use a saved search, click the ‘Options’ link from the ‘Catalog Home’ page.

7. Choose the saved search to execute under ‘Saved Searches.’ The results for that search will be
displayed.

Note: Saved searches save the search criteria to be executed, not specific catalog items. To save
specific catalog items, refer to the ‘Catalog Items Favorites’ section of this process document.
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Supplier
B4, Wilson Paper ... (6)
BLANKENSHIP ... (8)
D & H Distributing ... (30)
GREGORY POOLE ... (2130)
LEXMARK ... (1142}
Show All ..

Language
English (25029}
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AGRICULTURAL EQUIPMENT, SUPPLIES & CHEM)|

/ MEDICAL & LAB EQUIPMENT & SUPPLIES (142}

AGRICULTURAL EQUIPMENT AND SUPPLIES (1447)
CHEMICALS [377)

: APPLIANCES, ELECTRICAL, CLOCKS (103289}
] APPLIAMNCES (3275)
ELECTRICAL EQUIPMENT (7114}

2
=

BUILDING MATERIALS, MAINTENANCE (3556)
BUILDING MATERIALS (3263)
JANITORIAL SUPPLIES AMD EQUIPMENT {34)
PAINT AND PAINT MATERIALS (253)

CLOTHING & TEXTILE ITEMS (1240)
CARPET AND FLOOR MAINTEMANCE AND MACHINES (1169)

DIL & GAS

LABORATORY EQUIPMENT AND SUPPLIES (58)
MEDICAL EQUIPMENT AND SUPPLIES (84)

OFFICE EQUIPMENT & SUPPLIES/PAPER
/PRINTING (3042}

OFFICE EQUIPMENT AND SUPPLIES (2827)
PAPER AND PAPER PRODUCTS/PLASTICS (61)
PROMOTIONAL AND AWARD ITEMS (33}

FRINTING, PUBLICATIONS, EQUIPMENT AND
SUPPLIES (56)

405-00: FUEL, OIL, GREASE AND LUBRICANTS (1)
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